
[Your Name]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Company Name]  

[Company Address]  

[City, State, ZIP Code]  

Dear [Recipient Name],  

I hope this letter finds you well. I am writing to request HVAC repair 

services for my [residential/commercial] property located at [property 

address].  

Description of the Issue:  

- [Briefly describe the problem you are experiencing with the HVAC 

system, e.g., insufficient cooling, strange noises, etc.]  

I would appreciate it if you could schedule a visit at your earliest 

convenience to assess the situation and provide the necessary repairs. 

Please let me know your available times, and any specific instructions I 

should follow before your visit.  

Thank you for your attention to this matter. I look forward to your 

prompt response.  

Sincerely,  

[Your Name] 


